
 
 
 
 
 
 
 
 

EIA-861 
“ANNUAL ELECTRIC POWER INDUSTRY REPORT”  

INTERNET DATA COLLECTION USER GUIDE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Energy Information Administration (EIA) routinely collects data through an online system, 
known as the Single Sign-On system, for all its electric power surveys.  The goal of the online data 
collection system is to provide an efficient, accurate, and secure method for respondents to 
complete and submit data directly to the EIA.  An important feature of the Single Sign-On system 
is the ability for respondents to access multiple survey forms using one convenient set of 
credentials.  In addition, the online collection system informs the respondent of data discrepancies 
and other important information immediately on-screen, significantly reducing data discrepancy 
phone calls and greatly improving the accuracy and timeliness of data submissions.  The online 
system also includes built in edit checks and provides feedback identifying the specific schedule, 
part, and line number of the data in question.  This guide will help you navigate the data entry 
screens for this survey. 

ABOUT THIS GUIDE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Detailed explanations of data fields can be found in the survey instructions.  Access the 

survey instructions by clicking “Help” from the menu at the top left portion of the screen: 
 

 

 

TROUBLESHOOTING 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Verify all provided information.  If incorrect, provide the correct information.  
State codes are two-letter U.S. Postal Service abbreviation.  Provide any missing 
information.   

 
2. Respondents, who also submit the Form EIA-826, “Monthly Electric Sales and 

Revenue Report with State Distributions," and the Form EIA-412, ”Annual Electric 
Industry Financial Report," should coordinate the information submitted on the 
Form EIA-861, Form EIA-826, and Form EIA-412 to ensure consistency. 

 
3. Complete the information at the top portion of the form with the name, telephone  

and FAX number, and e-mail address, of the current contact person, and the 
contact person’s supervisor. 

 
4. Report peak demand in megawatts and energy values (e.g., generation and sales) 

in megawatthours, except where noted.  One megawatthour equals 1,000 
kilowatthours.  To convert kilowatthours to megawatthours, divide by 1,000 and 
round to the nearest whole number.  For example, sales of 5,245,790 
kilowatthours should be reported as 5,246 megawatthours. 

 
5. Report in whole numbers (i.e., no decimal points), except where explicitly 

instructed to report otherwise.  All revenue data on Schedules 3, 4, and 5 should 
be rounded and reported in thousand dollars.  For example, revenue of 
$8,459,688.42 should be reported as $8,460. 

 
6. For number of customers, enter the average of the 12 close-of-month customer 

accounts.  
 

• All respondents having end-use customers, including retail power 
marketers selling power in deregulated, competitive State programs must 
use the average of the 12 close-of-month customer counts when reporting 
on Schedule IV, even if your company began business after the beginning 
of the reporting year, or ended business before the close of the year.   

 
• Count each meter as a separate customer in cases where commercial 

franchise, or residential customer-buying groups have been aggregated 
under one buyer representative.  The customer counts for public street and 
highway lighting should be one customer per community.   

 
• Please do not count each pole as a separate customer even if billing is by a 

flat rate per pole per month. 
 

7. Use a minus sign for reporting negative numbers. 
 
8. Where exact data are unavailable, report estimated data. 

GENERAL INSTRUCTIONS 

 
 
 



 
 
 
 
 

EIA-861 MAIN MENU 

 

Click here to reach the 
survey Main Access screen. 

Click here to exit the form. 

 
 
 
 

EIA-861 MAIN ACCESS SCREEN 

 

The “Utility Name” field will be populated after 
selecting a Utility ID.  A drop down list is not 
available for the “Utility Name” field. 

Click here to access the 
data entry screens 

Double click in this box to view 
a drop down list of available 
entities.



 
 
 

EIA-861 SCHEDULE 1 

 

Click here to access the survey instructions 

 

 

Information in these 
areas will be pre-filled.  
Please contact the 
survey manager if 
changes are required. 

Check to make 
sure the correct 
ownership type is 
selected.

 
 
 

EIA-861 SCHEDULE 2 PART A 

 

This area will be pre-filled.  
Contact the survey manager 
if changes are required. 

 

Peak demand is 
collected in megawatts.
For example 1,500 
kilowatts = 2 megawatts



 
 
 

EIA-861 SCHEDULE 2 PART B 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• For detailed explanations of the data entry fields on this schedule, refer to 
the survey instructions located by clicking “Help” at the top left portion of 
the screen. 

 
 

• Data are reported in megawatt hours.  For example, 5,245,790 kilowatthours 
= 5,246 megawatthours. 

 

NOTE 

 
 
 

For detailed explanation of 
each data entry field refer to 
the survey instructions by 
clicking on “Help” at the top 
left portion of the screen. 

NOTE 

SOURCES and DISPOSITION must be EQUAL 



 
 
 
 

EIA-861 SCHEDULE 2 PART C 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Green Pricing allows customers to purchase power generated from 

renewable resources and pay for renewable energy development. 
 
• Net Metering programs allow customers to sell excess power they generate 

back to the grid to offset consumption. 
 

• If your utility provides Green Pricing or Net Metering programs, provide the 
number of customers in these programs by state and customer class on 
this schedule. 

 
• If more space is required, place the cursor in the last field of column (f) and 

press the down arrow key.  See screenshot below: 
 

 

NOTE 

If more space is 
required, place the 
cursor in this box 
and press the down 
arrow key. 

 
 
 



 
 
 

EIA-861 SCHEDULE 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to access survey instructions

Data on this schedule should be 
entered in thousand dollars.  
Example:  $5,829,532 whole 
dollars would be reported as 
$5,830 

NOTE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter data on PART A for customers that you provide BOTH energy and 
delivery service.  Power Marketers that provide both energy and delivery 
service should report on Part D.  Most respondents report their retail sales 
on PART A.  

• Enter data on PART B for customers to whom you provide only the energy 
consumed, where another electric utility provides delivery services, 
including, for example, billing, administrative support, and line 
maintenance.  Power Marketers in States other than Texas usually report 
their retail sales on PART B.  

• Enter data on PART C for customers to whom you provide only billing and 
related energy delivery services, where another company supplies the 
energy.  

• Enter data on PART D if you are a Power Marketer who provides both 
energy and delivery service to your customers.  Power Marketers in Texas 
usually report their retail sales on PART D. 

• Please note that data for the Transportation Sector has replaced the 
ers “Other” sector on all parts of Schedule 4.  Non-Transportation custom

previously reported under “Other”, including street and highway lighting, 
should now be included in the Commercial Sector.  Irrigation customers 
should be reported in the industrial Sector.

IMPORTANT NOTE 

• Please note that data for the Transportation Sector has replaced the 
“Other” sector on all parts of Schedule 4.  Non-Transportation customers 
previously reported under “Other”, including street and highway lighting, 
should now be included in the Commercial Sector.  Irrigation customers 
should be reported in the industrial Sector.

IMPORTANT NOTE 

NOTE 

EIA-861 SCHEDULE 4 PART A, B, C, and D 

 

Enter number of 
customers as the 
average of 
twelve months. 

Enter energy in 
megawatthours.  Example 
5,245,790 kilowatthours = 
5,246 megawatthours 

Enter revenue in thousand 
dollars. Example 
$8,459,688.42 should be 
reported as $8,460 

Column totals 
are automatically 
calculated in this 
section.



 
 
 

EIA-861 SCHEDULE 5 

 
 
 
 
 
 
 
 

• If a merger or acquisition has occurred during the reporting period, report 
those newly acquired corporate entities whose operations are now 
included in this report. 

NOTE 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Demand-side management (DSM) programs are designed to modify patterns of 
electricity usage, including the timing and level of electricity demand.    

• Schedule 6 is divided into two parts: Part A, Actual Effects and Part B, Annual 
Costs.  Schedule 6 is to be completed by every company with a company-
administered demand-side management (DSM) program.  However, companies 
with both sales to ultimate customers and sales for resale which are less than 
150,000 megawatthours are required to complete only the INCREMENTAL 
EFFECTS portion of Part A and annual cost to achieve in Part B, line 13, Total 
Cost.  

• Part C collects supplemental information regarding DSM programs.  
• Please refer to the survey instructions for a detailed explanation of Demand 

Side Management 

NOTE 

EIA-861 SCHEDULE 6 PART A,B, and C 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Peak Reduction is 
collected in megawatts 

Energy Effects are 
collecting megawatthours 



 
 
 

EIA-861 SCHEDULE 7 PART A, B, and C 

 
 
 
 
 
 
 
 
 
 

 
• Reporting of distributed and dispersed generation is expected from large 

utilities.  If your utility does not have significant generating assets, please 
proceed to Schedule 8. 

• Please refer to the survey instructions for a detailed explanation of 
distributed and dispersed generation. 

NOTE 

 

Click here to access survey instructions 

 
 
 
 
 
 
 
 
 



 
 
 

EIA-861 SCHEDULE 8  

 
 
 
 
 
 
 
 
 

 
Please verify the names of the counties, parishes, etc., by State, where your utility-owned 
distribution system’s electrical equipment are located.  The information may have been 
reported by the respondent last year or the result of independent research by the EIA 
staff processing the Form EIA-861.  Correct or add information and systems as needed. 

NOTE 

 

If more space is required, place 
the cursor in this box and press 
the down arrow key. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

EIA-861 SCHEDULE 9 

 

This schedule provides additional space for 
comments.  For clarification purposes, identify 
schedule, part, line number and column (if 
applicable) for each comment. 

NOTE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

EIA-861 ERROR LOG 

 

Click here to run the EIA-861 edits 
and display any outstanding errors 

Click this button to 
override an error and 
provide a comment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

SUBMITTING YOUR DATA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you have finished entering data onto the form and all edit 
flags on the Error Log have been addressed or explained, you may 
submit your data by clicking the “SUBMIT” button located at the 
upper right portion of any data entry screen.  A message will 
appear confirming your submission.  Your data will be sent 
immediately to EIA for processing.   
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